
Implementing file plans. 
 

Definitions: 
FILE PLAN.  (1) See FILING SYSTEM.  (2) A plan designating the physical location(s) 
at which an Agency's files are to be maintained, the specific types of files to be 
maintained there, and the organizational element(s) having custodial responsibility.  (3) A 
document containing the identifying number, title or description, and disposition of files 
held in an office. 
 
FILING SYSTEM.  A set of policies and procedures for organizing and identifying files 
or documents to speed their retrieval, use, and disposition.  Sometimes called 
recordkeeping system. 
 
The Benefits of File Plans: 
File plans help you maintain intellectual control of your office records.   A file plan is 
merely a list of (1) the official records being kept in an individual office or central file 
area (NOT a file-by-file list), (2) the location of the records, (3) name of the person that 
maintains them, and (4) the retention period and final disposition of the records.  File 
plans can also include locations of electronic record series and authorized duplicate 
record areas. 
 
Office File Plan Requirements: 
The files custodian for each official file station should prepare an Office File Plan 
identifying all files maintained at that station. 
 

a. Office File Plans are prepared to make filing and reference service easier and to 
assist in training new personnel. 

 
b. The file plan can be developed by matching the current records holdings of the 

files station against the records retention schedule.  Select only the items from the 
schedule which apply to those files series actually kept at that station. 

 
Each file series kept at the station should be listed on the plan.  All file folders 
should be maintained in the file drawers or on shelves in the same order in which 
they appear in the plan. 
 

c. The Office File Plan should be updated when significant changes occur. 
 



Samples of File Plans 
 

 





 
 
 

 


